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Managed Care Program.

This series contains records of determination of
misutilization of Medical and Pharmacy Assistance
benefits by program recipients and of decisions made
regarding enrolling recipients in the Corrective

This series also contains
records of voluntary enrollments in the Diabetes Care
and Hospice Care Programs.

Systems Performance Review Records

misutilization determination of Medical and Pharmacy
Assistance benefits by program recipients and of

managed care program. .

General Files

This series contains Corrective Managed Care Records
targeted for federal review. These records contain

decisions made regarding enrolling recipients in a

A. The general file contains various categories of data

B. This series also contains records on program develop-

These files contain various categories of data:

requiredfor information purposes, preparation of
statistics and budget formulation. It also includes
general correspondence, reports, budgets, etc.

ment and policy formulation and records regarding
the Quality Assurance Program, HIV Case Management,

Child Abuse Liaison, Surveillance and Utilizationm
Review Subsystem, Drug Utilization/Diversion Review

and any other program specific file which may be
created but not classifiable under #1-3

AGENCY Ol VI StON
i .
Neon.‘ Description Retention
This Makes Obsolete Schedule #1154 dated 1-6-88
1. Fraud Analysis Case Records Retain in office for one
. . R . (1) year after closure
This series contains records pertaining to and until all audit
investigations in the Medical Assistance and Pharmacy requirements have been
Assistance Programs which address fraud and/or misusel fugfilled then send to
Each individual file contains documentation of the the State’Records Center
adjudication of the allegations or complaints for four (4) years, then
concerning potential fraud or misuse. destroy ?
2. | Managed Care Records

Retain in office for omne
(1) year after closure
and until all audit
requirements have been
fulfilled, then send to
the State Records Center
for four (4) years, then
destroy.

Retain in office for two
(2) years and until all
audit requirements have
been fulfilled, then send

to the State Records Centenx

for two (2) years, then
destroy.

A. Retain all material for

three (3) years, then
destroy.
B. Retain permanently all
records pertaining to

program development and

policy formulation.

Transfer periodically to

State archives.
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WiTH RECORDS RETENTION SCHEDULE
(DGS 380-1)

P.0. BOX 278
JESSUP, MARYLAND 20794

' IISTRUCTIGHS -  TYFE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATE. FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES., FORWARD 7178 WATERLOQO ROAD

pacg _1 _or _4

Dept. of Health & MentalHygiene

EFAR NDMENT | AGENCY 2., DlvisSion

3. WNIT

Division of Utilization and .
Eligibility Review Fraud Analysis

DEFINIT.CN-RECORD SERIKS-

A GAOUP OF RELATED RECOADS NORMALLY FILED AMD USED AS A UNIT POR

4.

FECORD SERIES TITLK

Fraud Analysis Case Records

NEFENENCE AN WELL AW AETENTION AND RISFOEIYION PUBPQICE :

¥. KARLIEST YEAR/LATEST YEAR
1986 10 1991
gp——— Cmn——

RECCRD SERIES DESCRIPYION |
‘131 THE SERIES.

BnIXPFLY DEKSBSCRIBK THEK TYPES OF IN'OIIMTION/DOCI“N?I/'DRNI FOUND | '

INCLUDE THE PURPOSE OR FUNGCTION OF THK sEriKs |

This series contains records pertaining to' investigations in the Medical Assistance and
Pharmacy Assistance Programs which gddress fraud and/or misuse. Each individual file
contains documentation of the adjudication of the allegations or complains concerning

potential fraud or misuse.
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Q AUDIO TAPE O VIDEO TAPK

RECORD SERILS FOIMAT(S3) 8. RECORD SERIES SEQUINCE 5, VoLl
LEYTER s51275 O MICHOFILM O ALPHABKCT | CAL B riLx DRAWER(S)
. Q MICROFILM REEL(S)
LIGAL SIIZE 0O COMPUTER TAPE D }xsXRICAL 15 O COMPUTER T ()
UMngE
N0 BoCK O FLOPPY DISIC 0 GRONGLOG I CAL, ) O OTHER({GPECIFY)

O CXOGRAPHIGAL

10, ANNUAL ACCLMULAT 10N

0 OTHER([ SPECIFY) 0 oTMrER{SPECIFY) R FILL DRAWER(S)
- 4 O MICROFILM REEL(S)
RGN O COMPUTER TAYK(S)
0 Rl serciey )
1. rilg 13 USED 12, pux BEXCOMES INACTIVE AFTER
& palLy 0 wna.y O MorTHLY 1 O e s X year(s
RumE 2 el
13. CURRENT LOCATION(S) [DLDG.,FLOGR,FOON) 14, IS RECORD SIRIES DUPLICATED ELSEWVHERK?
201 W. Preston Street, Room 227A tir vyes, sreciry sazncy on orrick)
0 vyxs to
18. ACCESS RESTRICTIONS Cvwxs dno 16, ADIT REQUIRODANTS
{1r yx8, ciTx Law(s] & nxourariONs) . .
< noe X STATC O rEperaL O INDEPENDENT
17. 16 AN INDEX SYSTEM USED? (1r vas.xyp
CrEELY ax ‘ 8 REPLA TN 18. RECOMMENDED RETENTION -
¥ ANO DERECHIBRR ANY HANORARK] SOFTWARK) .. X
. . Retain in office for ome (1) year after
%yxs O pno e closure and until all audit requirements have
A card index file located in section and a been fulfilled, then send to State Records
casetracking system on the NBI word—processoL Center for four (4) years, then destroy.
are used.
.wu-c AND TITLE OF PREPARCR 20. TELEPHONK NUMEER 21. DATK

Patricia J. Mailhot
Admiqi§trative Officer I1I

225-1695
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INSTRUCTIGLIS--TYFE OR PRINT A
SEPARATE. FORM FOR EACH NEW OR

REVIBED RECORD SERIES. FOHWARD

DEPARTMENT OF GENERAL EERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOOQO ROAD
P.O. BQX 273

of Health & Mental Hygiene

%'yisiq of Utilization and
igibility Review

WiTH RECORDS RETENTION BCHIDULE 2 4
. PAGK or
[DGS 350-1) JESSUP, MARYLAND 20734
. N .
t+ DEFARD-ENT /AGENCY 2. Dlvision 3. UNIT

MANAGED CARE

DEFINIT.CHN-RECORD SERIKES-

A OROUPFr OF RELAVED REKCOADS NORMALLY PFlLED
HEFECNENCK AN _WXLL AS RETENTION AND DISPOBIYION PURPQIEX :

RECORD SERIES TITLK
Managed Care Records

4.

AND USKD AS A UNIT POR

¥. CARLIEST YEAR/LATEST YEAR
1988 yo 1991

! 6. RECCRO SERIES DESCRIPTION |

‘mn

THE SERIES. .

\ .

) :

BARIKFLY DESCRIBK THK TYPES OF INFORMATION/DOCUMKNTS [FORNS POUND
INCLUBE THEX PURPOSK OR PUNCTION OF THK SENIKS)
This series contains records of determinations of misutilization of Medical and Pharmacy
Assistance benefits by program recipients and of decisions made regarding enrolling

. recipients in the Corrective Managed Care Program.
voluntary enrollments in the Diabetes Care and Hospice Care Programs.

This series contains records of

|

7. RECORD SERILS FOIMAT(3) 8. RECORD BERIES SLQUINCE ’. VoL
B LLYTER s128 O MICROFILM O ALPHAECT|CAL @ FILX DRAWER(S]
) 0 MICRO REE
O LEGAL SBIZE O COMPUTER TAPE & ranariCAL 105 o :tlaw’u:il‘:"rml(-i?)
0 SounD BoOK O FLOPPY DISX 0 GRONGLOGICAL WMREY o omran(sPECIFY)
.mno TAPE U VIDEC TAPK 0 GIOGRAPHICAL,
10, ANNUAL ACCUMULAT ION
0 onER([SPECIFY) 0 oneR|SPECIFY) B rFiLK DRAWER(S)
=~ 10 O MICROPILM REEL(S)
RGEs2N O COMPUTER TAFKE(S) ’
—Q onFEplseeciry)
1. pig 13 wseD 12 pliLx DEKCOMES INACTIVE AFTER .
& o 1
‘ BAILY VKDALY 0 MoHTHLY e D MOTHLS) & YEAR(S)

13. CURRENT LOCATION(H) [BLDG.,FLCOR,ROOM)
201 W. Preston Street, Room 299

Byxs ¥ 10

14. 1S RECORD STRIES DUPL ICATED ELSEWHERS?
tir vxs, srxciry saumncy on OrFrick)

13. ACCESS RASTRICTIONG

Q vyxs
{1r yma, ciTx Law{s) & nxouraTtion{s) .

& no

16, ALDIT REQUIRLMANTS

D Nnoee O sTATE 8 reperaL O 1noePeroenT

12. 16 AN INDEX SYSTEM USED? [1r vas.OPLAIN
ERIKFLY AND CEKECHIRR ANY HANURARK/BOPFTWARK)

Hyea 0 no

RLCOMMENDED REXTENT 10N -

Retain in office fqr\dnezil) year éfter
. closure and until all requireménts have

: been fulfilled, then send to the State

IBM/PC Records Center for four (4) years, then
DBase III+ destroy. '
] i AND TITLE OF pREPAFCR 20, TELEPHONG NAEER |23+ DATK )

tricia J. Mailhot
Administrative Officer 1I

225-1695 .
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JUSTRVUCTIGHS - - TYFX OR PRINT A DCPARTMENT OF GENERAL SERVICKS
SEPARATE. FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7178 IATERL0.0 ROAD
¥WiTH RECORDS RETENTION BCHEDULE P.O., BOX 273 PAGE 3 or 4
(DGS 3850-1) JESSAP, MARYLAND 20754
AR ]
)
l!?mm:m’])\cam biv‘ils‘{gll%% Utilization and 3. NIT Administration
D of Health & Mental Hygiene Elipibility Review

A OROUP OF RELATED RECUADE NOMMALLY FILED AND USED AS A UNIT FOR
NEKPFERENCE A¥ NKLL AN REXTENTION AND DISPOPITION PURPOIEN :

DEFINIT . CN-RECORD SERIES-

4. KECORD SERIES TITLL ¥. EARLIEST YEAR/LATEST YEAR
Systems Performance Review Records . 1988 yo 1991

EnIKFLY DESCRIBE THK TYPKS OF INFOMTIN/MMTIINMU FOUND )

6. RECCRD SERIES DESCRIPTION
* ('ln THE SKRIES. . INCLUDK THX PUARPOSK OR FUNCTION OF THK SERIKS)

This series contains Corrective Managed Care Records targeted for federal review. These
records contain misutilization determinations of Medical and Pharmacy Assistance benefits
by program recipients and of decisions made regarding enrolling recipients in a managed

care program. . .
A
v) *
7. RECORD SERILS FOIWUT(3) 3. RECORD BERILS S&QUINCE ’. VoLuMx
K LETTER sS12: O MICHOFILM O ALPHABKCT I CAL . & riLX DRAWER(S)
. . 9 O MICROFILM REEL(S)
0 LEGAL SIIE 0O COWMPUTER TAPE & Rl CAL O COMPUTER TAPX(S)
FWIB‘
NO BOOK O FLOPPY DISKC O CHRONOLOG I CAL . 0 omr&R(5PECIFY)
o T O VIDEO TAPE O CXOGRAPHICAL
10 TAPE Y ! 10, ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) 0 onER(sPRCIrY) B FiLL DRAWER(S)
- 3 O MICROF LM REEL|[S) |
KGN O COMPUTER TAPK(S)
8 crERlspeciry) '
e piig 18 wseD 12 piLK DXCOMES INACTIVE AFTXR , I
8 pAlLY 0 Wiy B amormray 2 0 cemi(s) 8 year(s) |
|BURIEH"
13. CUHRENT LOCATION(S) [BLDG. FLOOR,ROON) 14, 18 RECORD SERIES DUPLICATED KLSEWHERC?
* 201 W. Preston Street tir you, srreciry soxncy on orricx)
Room 299 Ovxs B o
13, ACCESS RESTRICTIONS C yxs N nO 16, ADIT REQUIRLMANTS

[ir yxa, ciTx Lam|s) & nxautarion|s) .
O noe B stare 8 rxperan O INDEPENDENT

17, 18 AN INDEX SYSTEM USED? [1r yxs.x)PLAIN [COMMENDED RETENT
IRIKFLY AND CEXECHRIRK ANY HARURARK/ SOFTWARK) 18. Rxc 10t
. . Retain in office for two (2) years and
ddyes 0 no . until all audit requirements have been
IBM/PC, DBase IIT+ . fulfilled, then send to the State Records

Center for two (2) years, then destroy.

ﬁc AND TITLE OF PREPARCR 20. TELEPHONKG NUMEER 11. DATX
Patricia J. Mailhot 225-1695 ) q )OH
Administrative Officer II ! :

DCS 3304 [REVISID 2/e7) 7




INSTRYCTIGHIS - - TYFE OR PRINT A
SEPARATE. FORM FOR EACH NEW OR

DECPARTMENT OF GEXERAL SERVICKES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Eligibility Review

REVI5ED RECOHD SERIES, FOHWARD 727% WATERLOO ROAD
co 10N SCHEIDULE P.O, BOX 278
WITH RECORDS RETENT r L or 4
(PGS 330-1) JESSUP, MARYLAND 20794 ACK
b ]
| 1NFARDENT ACEHCY 2. Dlvision .wur - .
. Division of Utilization and Administration

DePt. of Health & Mental Hygiensg

DEFINIT:CN-RECOMD SERIKI-

A OROUP OF NRELATED RECORDS
NAFERENCK AB WKLL A® REKTENTION AND DINFrQS

NORMALLY FILED

4, RECORD SERIES TITLX

General Files

AND USKED AS A UNIT POR

1Y1OM PURPQAEX .

¥. CARLIEST YEAR/LATEST YEAR
1988 To 1991
iga—— R———

. RECCRD SERIES DESCRIPTION |

am
The general file contains
preparation of statistics
reports, budgets, records
also includes all records

.- -

and budget_formulation.
on program development and policy formulation.
regarding the Quality Assurance Program, HIV Case Management,

THE SKRIES. )

BNnIKFLY DEBSCRIBE THK 'I’V.Pll or lN'OMTlMIDOCM?l/'Dml PFOUND )
INCLURK THK PUAPOSK OR FUNCTION OF THK -xm:q

various categoriés of data required for information purposes,
It also includes general correspondence,

This series

Child Abuse Liaison, Surveillance and Utilization Review Subsystem, Drug Utilization/
Diversion Review and any othr program-specific file which may be created but not

classifiable under #1-3.

\

')

7. RECORD SERILS FOrodAT|S)

@ LEYTER 8125 0 MICHOriLM

O LXGAL SIZE O COWFUTER TAPE
N BOOK 0O FLOPPY DISIC
10 TAPE 0O VIDEO TAPX

Q OTHER| SPECIFY)

8. RECORD BERIES 3&QUINCE
X ALPHABCT | CAL
0 }asxRICAL

0 CHRGNOLOG I CAL

. Yollmx
& FILK DRAWER(S)
0 MICROFILM REKEL{S)

F__J.Q_wn COMPUTER TAPE[S)
YMREY g onmR(sPECIFY)

O CXOGRAPHICAL
0 onER(SPECIrY)

10, ANNUAL ACCLMULATION
X FiLL DRAWER(S) :
2 O MICROFILM REEL|S) |

RUHSZR O COMPUTER TAYE(B)

e w1t 13 useD

Q pAlLY R vinay

12,

O morTHLY RUEN

FILK DEKCOMES INACTIVE AFTER
O cemii(s)

— O omugn<serciryy )

0 YEAR{S)

13, CUHRENT LOCATION(H] (DI.DG.,FLCOR, ROOM)

" 201 W. Preston Street
Room 227B

Dyes Qo

14. I8 n'xcom SEHRIES DUPL ICATID ELSEMHERE?
tir vy, sreciry scxncy on OFrick)

18, ACCESS RASTRICTIONG

0 vyxs
[1r Y2, ci1TE Law|s} & nxautaTiON(S]) .

0O NO

16, AUDIT REXQUIRLMANTS

R Nok Q STATE O FEDERAL O INDEPENDENT

127, §16 AN INDEX SYSTEM USED? (lr YRS s KOPLAIN
IRIXFLY AND CEECHIRH ANV HARURARK/ BOFTWARK)

ayes B o

RLCOMMENDED RETENT ION

Retain permanently all records pertaining
. to program development and policy
formulation.
for three (3) years, then destroy.

Retain all other material

ﬁc AND TITLE OF pPREPARCR

Patricia J. Mailhot
Administrative Officer 11

20, TELEPHONK MMESLR

225-1695
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